
FOR AGENCY USE 

mlication Date 

6-25-86 
optication Nvmber 

11 

File is arranged: By Agency depzrtment number, then by RFDPS number 

How often are records referred to which are: 1. Monthly Reference Rate 
One to six months old 

3 1 ; Seven to twelve months old : Thirteen t o  twenwfour months old 

1. Awncy Address FOR RECORDS MANAGEMENT USE 

Department of Administrative Services 
Computer Services Division 
1604 West Floyd Bldg. 

~ w ~ .  GA 30334 TAN 1 1987 13An ' 30  m' 200 Piedmont Avenue 

Application Number 

Date Received Dare CWnPleKed 
87-15. * * -  

0-1 .) Seldom Refemmed after Audit 
twenty-five months and older 

I. Annual Rate of Accumulation of Records 

I. Dates of Series 
iarlien latest 

Present 1979 

3 rtec. C t r .  Boxes 
Letter-size drawers ; Legakize drawers . :Shelves 

5. Remrds Series Title (followed by title used in office; if diffewitl 
5 

. ~ . >  . . :. . .  Request for Data Processing Services (RFDPS), . .  

i 



a. Is t h i s  the official copy of the series? 
I f  not, where i s  it? 

b. Does the series mntain confidential information requiring security handling? If yes. cite law or regulation. 

X 

.I 

1. Retention Requirements The following requires the series to be kept: ?. 
! 

years. ' i 

years. : -i 
~~ ~ ~. a. State Law years. d. Audit period 

b. Statute of limitation years. c. Administrative need 
years. f. Federal retention instructions c. Federal law 5 

Attach copy or excert of laws 

Federal ,Auditors .may require several years of audit. Retention requirements Vary . ~ . . ~  . .  

-2 $ 
f regulations. Explain administrative need. 

. - . E  
J ? 

~~ I - 
depending .on the particular agency involved. : 

~~ 

2 Approved Disposition instructions This ageno, recommends that the file series be cut off at  the end of each:-, 
0 Calendar Year; pl Fiscal Year; 2 Other i-- .~ then, 

R Hold in the current files area 
0 Transfer to local holding area; hold 
IB Transfer to State Remrds Center; hold 
IB Destroy. 
t Transfer to State Archives for Dermanent retention. 
E-Other iSpecify) 

month(s) A ~2 vear(r1; then 

year(s); then 
year(rl; then 

- 
~~ 

~~ 

~. L 
. ~- . .  

~ . ~ :  
~. . .~ . > ' + .  .. ~~~ 

These instructions apply to al l  prior and future accumulations of the series. 

State Recurds Cammittor ISignatud Date 
lemmmendationr in para- 
raph 12 are approved. 
If disapproved. attach letter 
f explanation.) 


